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17 Hovember 1961

¥ron : Records Administration Officer, 0DS
Subject: Office of Record

1. AS ope of osur recent meeibings there wus & significant
interest in the role of the "office of record" in records aduind-
straiion. The following remmrks are submitted for your guidence 1in
using thieg coucept.

2. Aay organisational alemsnt that cresten or receives records
in ths process of carrying out its essigned functicrs and responsi-
vllities normslly deccwes the office of record for documenting such
activities. Offices of racord in CIA range from the imnediste offices
of the Director and hia Daputies down through those of beads of
Qfficen and Chiefs of Staffe, Divisione snd Branches.

3+ The functions and rospousibilities of organivationsl alements
sare defined in generwl terms by Ageucy regulstions and more spacifi-
cally by interosl leguances. Records Contral Schedules prepared for
theve organizstioral elemonts describe certaln filem that docamsnt the
mbstantive functiona sesign=4 by these issuances. Thase files can
be of temporary or permanont value depending on their current snd
fubure ussfulness.

L. Properly dssignated offices of record offer the following
advantages in records sdministretion.

a. The records are in the musicdy of the organicational
slemant. that bas a primary laterest in the subject metier or
function focumented by the racords and the Primary need to use
the files.

b. Froperly organized offices of record can furnigh re-
farence service to othar organizational elsments snd thus qurb
the maintesance of duplicate files.

€.  Becords dlsposition iz improved aince pernenent and
Loanporary filaa can be more readily identified throughout the
Azency.

4. Overall adminigtration of areigned functions cen be

improved by a properly estebliohsd end orgenised office of
record.
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" 5. Madrtaining effective records disposition shcedules is
& conbinuing job for Records Officers. It involves reviewing and
suditing the rrogren and rovising achedules whon epproprists. In
this work it is imgportant to bear in mind the offica of mecoxd con-
eopt dn order o ewlablish reslistic retention periods, ead o
detoct Tiles thet nsed not be maintained.

6. Attached is s partinl list of Agmcy offices of Mecord
showing zoma of the material they maintedin in cerrying ount their
assignod functions.
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